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Office of International and Tribal Affairs
American Indian Environmental Office

Supervisory Program Analyst, GS-0343-15

I. INTRODUCTION:

This position is located in EPA’s Office of International and Tribal Affairs (OITA), American
Indian Environmental Office {AIEO).

The American Indian Environmental Office leads EPA's efforts to protect human health and the
environment of federally recognized Tribes by supporting implementation of federal
environmental laws consistent with the federal trust responsibility, the government-to-
government relationship, and EPA's 1984 Indian Policy.

II. MAJOR DUTIES AND RESPONSIBILITIES:

This position serves as the Deputy Office Director of the American Indian Environmental Office.
As such, the Deputy exercises full authority in the absence of Office Director, serving as the
“alter ego” of the Director.

The incumbent provides leadership support to the Office Director, the Deputy Assistant
Administrator, the Assistant Administrator, and other OITA managers on Tribal programs. A
primary task is to ensure the office maintains current, up-to-date environmental, cultural,
political, and economic information for use in developing and assessing Agency programs and
policies in Indian Country. This information includes extensive knowledge of specific
government organizations, officials in power, political parties, non-governmental organizations,
negotiating positions, activities, and policies.

Major Functions

1. The incumbent is responsible for high-profile program issues of national sigmficance. Takes
leadership responsibility for some of the more complex, controversial, and sensitive Indian
Country strategy issues. Provides authoritative interpretation and technical advice to senior
U.S. Government or Agency officials and OITA staff.

2. The incumbent serves as a member of the senior management team, which is composed of all
OITA supervisors, Office Directors, Deputy Office Directors, the Deputy Assistant
Administrator, and the Assistant Administrator. The management team is responsible for
discussing issues, establishing prionties, strategic planning, soliciting advice, and resolving
conflicts. The incumbent is an active participant in the day-to-day negotiations and decision-
making of the office. As a member of the senior management team, the incumbent meets
regularly with the rest of its members to discuss and make decisions on a wide variety of
management issues such as strategic planning and environmental results, budget, staffing and



workload, streamlining, and the formation of multi-disciplinary and cross-office teams,
including their composition.

. Exercises supervisory responsibilities over staff members. Makes assignments and determines
responsibilities, evaluates employee performance, recommends appropriate incentives,
initiates corrective actions, keeps employees informed of management and personnel policies,
and counsels employees regarding benefits, salaries, and the status of requirements of federal
civil servants. Exercises continuing responsibility to effectively support the Equal
Employment Opportunity Affirmative Action Plan. Responsible for communicating this
support to subordinates and taking positive actions which will motivate and furnish
opportunity to all personnel in training, reassignments, details, and other actions which
prepare employees for advancement. Is objective in appraising employees’ qualifications and
performance in selections for in-hiring, prometion and awards.

. Assists the Office Director in ensuring that administrative and financial management activities
comply with the Federal Managers’ Financial Integrity Act (FMFIA) and do not create
opportunity for waste, fraud, and/or abuse.

. Provides technical management direction to staff who have contract and grant responsibility,
ensuring Agency policies and federal regulations are followed. Ensures that inherently
governmental functions are not performed by outside entities through contracts or grants;
reviews and updates control measures for contractors and grantees, identifying any actual,
potential, or apparent conflicts of interest; takes the appropriate action to avoid, nullify, or
mitigate situations where a conflict of interest might occur, identifies questionable extramural
activities and immediately brings those to the attention of the appropriate official. Ensures
alignment of extramural activities with EPA’s and OITA’s strategic priorities and focus on
environmental results.

. Ensures effective communication and integration of work efforts with outside organizations,
oversees the development and implementation of program plans, communicates program
goals, policies and priorities to employees, ensures proper coordination among OITA staff and
other organizationa] units, makes technical and programmatic recommendations regarding the
work, and participates in strategic planning and Agency workgroup efforts. As the DOD, the
incumbent oversees complex projects managed by individual staff members or teams to ensure
the accomplishment of results in a timely fashion.

. Represents the Deputy Assistant Administrator and/or Office Director, as appropnate, making
presentations and communicating complex and/or controversial issues to senior officials.

. Provides policy and programmatic expertise which affects QITA’s development of major
aspects of key Agency scientific, health, legal, administrative, regulatory, policy, or
comparable highly technical programs, as well as the institutional knowledge concerning
relevant international organizations and programs.











